
 

194 1 C/1 

 
 
 

 

 . 
Roll No.   

 
 

 

    
OFFICE PROCEDURES AND PRACTICES 

  

  : 3      : 60 

Time allowed : 3 hours  Maximum Marks : 60 
 

       -    4   

 -            -  -    

       -  22    

         ,       

  -     15        -     10.15  
   10.15   10.30     -         
-       

 Please check that this question paper contains 4 printed pages. 

 Code number given on the right hand side of the question paper should be written on the 
title page of the answer-book by the candidate. 

 Please check that this question paper contains 22 questions. 

 Please write down the Serial Number of the question before attempting it. 

 15 minute time has been allotted to read this question paper. The question paper will be 
distributed at 10.15 a.m. From 10.15 a.m. to 10.30 a.m., the students will read the 
question paper only and will not write any answer on the answer-book during this period. 

H$moS> Z§. 
Code No.  194

   -  - 
    
Candidates must write the Code on 
the title page of the answer-book. 

 

 Series : SGN/C 
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  :
 (i)   1  10      ()            

 30          

  (ii)   11  19      ()  ,        
        70          

 (iii)   20  22      ()  ,          
        150        

 

General Instructions :   

 (i) Question numbers 1 to 10 are short answer type questions carrying two marks 
each. Answers to these questions should not exceed 30 words each.   

  (ii) Answer any seven questions from questions numbers 11 to 19. These are of four 
marks each. Answers to these questions should not exceed 70 words each.  

 (iii) Answer any two questions from question numbers 20 to 22. These are of six marks 
each. Answers to these questions should not exceed 150 words each.    

 
 - I

PART – I 

1.        ? 2 

 What is meant by decentralization of correspondence ?  
 

2. ‘  ’         2 

 State any two uses of ‘business reply card’.    
 

3. ‘  ’          2 

 Give any two advantages of ‘postal franking machine’.     
 

4.               2 

 Explain briefly the importance of weeding out of old records.  
 

5. ‘’     ? 2 

 What is meant by ‘indexing’ ?   
 

6.      ‘ ’         2 

 State any two uses of ‘mobile phone’ as an office equipment.  
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7. ‘ ’     2 

 Give the meaning of ‘written communication’. 

 

8. ‘  ’     ?  2 

 What is meant by ‘poll’ ?   

 

9.    ‘’       2 

 State the purpose of ‘agenda’ for a meeting. 

 

10.      ‘ ()’     2 

 Give the meaning of ‘proxy’ with reference to a meeting.    

 
 - II

PART – II 

 

            
 Answer any Seven questions from this part. 

 

11.             4 

 Briefly explain the steps in handling inward mail. 

 

12.            4 

 Explain in brief the essential characteristics of a good filing system.    

 

13.           4 

 State any four disadvantages of office mechanization.    

 

14. ‘   ’      4 

 Explain the working of ‘answering machine’.    

 

15. ‘ ’        4 

 Explain any four advantages of ‘oral communication’.    

 

16. ‘ ’    ?        4 

 What is a Telephone Directory ? Explain the procedure of using it. 
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17. ‘ ’     ?           
       4 

 What is meant by ‘electronic communication’ ? Briefly explain any one type of 
electronic communication used in offices. 

 

18.    ‘’     ?               4 

 What is meant by ‘notice’ for a meeting ? Give any two points of importance of notice 
for a meeting.    

 

19. ‘’     ?             
      4 

 What is meant by ‘adjournment’ ? State any two circumstances under which a meeting 
may be adjourned.   

 
 - III

PART – III 
 

            
 Answer any two questions from this part. 
 

20. ‘’          6 

 Explain any four points of importance of ‘filing’. 
 

21.            6 

 Briefly describe the structure of a business letter. 
 

22.             6 

 State the secretarial duties before a general body meeting.    

_______________ 


